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Chief, Managewent Staff 29 April 1954
Chief, Records Managewent Division
Weekly Report - Week ending 28 April 1954

SUMMARY OF PROJECTS

Weekly Report - Week ending 21 April 1954 Projects in Procees 20
This Week: Projects in Process 21
Added during week:

1
Completed during week: O
Change T

PROJECT ADDED DURING WEEK

Disposition Planning - Security 0ffice

Assist Area Records Officer in the preparation of a records control
schedule including: (s) identification of records of continuing
velue as distinguished frow those that are disposable, and {bv) devel-
opuent of & master plan for keeping records moving out of high cost
office space and Tiling equipment as rapldly as deairable.

COMMENTS ON PROJECTS IN PROCESS

Project 4-76 - Records Management Survey, Medical Office

No change frow previous report. Project approximately 75% complete.

Project 477 - Records Mansgement Survey, Office of Seientific
inteiiligence

191 describable items, covering an astimated 1,165 feet of records,
have been listed. Preliminary appraisals have been made . Projlect
spproximately 26% complete.

Project L.78 - Records Msnagement Survey. Qffice ovaeneral Counsel

¥o change from previous report. Project approximately 987 complete.

Project 4-79 - Records Management Survey, FBID

141 cu. £t. of inmctive records have been removed from the Division.
Project approximately 70% complete.
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Project 4-80 - Agency-wide Microphotography Survey

Proposed statistical tables to be obtained From the report have been
prepared. Proposed questlonneire has been discussed with an Area
Records Officer to deterwine applicability. Project approximately
7% complete.

Project 4-81 - Security Desk Trays

Ho change from previous report. Project spproximately 85% complete,

Project 4-82 - Randbook for the Subject Classification snd Filing
¢l (Correspondence decords

No change from previous report. Project approximately 97% complete.
Project 4-83 - Vitel Materials Deposit Schedules for All Offices

Sehedules Por the Office of the Director, DD/A and DD/I were re-
vieved and discussed with

[ respectively, of the mbove Offices,

Review of the volume of deposits made by OCD for the use of other
offices throughout the Agency was discuesed with
oCD,

Project 4-B4 - Vital Meterisls Microfilm Projects

Pilming of Vital Materials in the Security Office began on Friday,
22 April 1954. Project approximately 20% complete.

Microfilming of the OCD/BR dossiers continues. Project approxi-
nately 28% complete.

Project 4-85 - FI Information Reports

Proofs of Forus 51-4AA Test and 51-UAA-1 Test have been approved and
returned to the printer. Specifications have been written and pro-
curenment action was initiated for the cowbination record copy-offset
mester version of the report, Forms 51-4AA-3 Test and 51-4AA-h Test.
Request for yellow stripe run-off sheets waes received and an atteupt
will be made to disspprove it and to substitute unprinted eye ease
green paper. If this can be mccomplished, fromw $1,800 to $2,000
per year can be saved. Project approximately 38% couplete.

Project 4-86 - Forme Index

Changes and 8dditicns are being made as they occur. Cut-off date for
reproduction of the Index is estimated to be some time during May.
Project epproximetely 57% complete.

Project 4-.91 - Review of Records Mapagemwent Program, Logistics Office
B, Corres§§ndence Mansgement - The review of reading files and
Y Xing o repe ve correspondence 1s continuing. Files
of the Office of the Chief and Deputy Chief, and the Coordination
and Requirements Staff, were anslyzed this period,
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b. Reports ent - The proposed program was discoussed and
espourres in by repregentatives of the Administrative Staff,
Logistices Office, and the Manogement Staff. A program plen
has been forwarded to the Adwinistrative Stefl for review pre-
paratory to submitting it to the Chief of Logistica for spproval.

Project approximately 23% complete.
Project 4-9k - Office of Comptroller Reportis Management Program

No change frou previous report. Project approximately 10% complete.
Project 4-95 - Forms Management Handbook

No change from previous report. Project approximately 23% complete.
Project L.9€ - Vital Materials Handbook

No change from previocus report. Project approximately 5% complete.
Project 4-97 - Records Disposition Handbook

No change from previous report. Project approximately 25% complete.
Project 4-98 - Correspondence Bandbook

Review of cowments continues. FProject spproximately 75% complete.

Project 4-103 - gzeggration of Finel Type Copy by Forms Managewent
ction -

¥o ehahge from previous report. Project approximately 10% couplete.

General Information:

1. Vital Materials:

A represenistive of the National Becurity Council eaccompanied our
representative 10 the Vital Materials Repository.

4 proposed revision of the guarterly inventory of Viiel Materisls
is being worked out which will reduce the time required to prepare
the inventory and eliminate considerable difficulty now experienced
in £iling the inventory because of 1is bulk and odd size.

2. Foruws Menagement:

The work load etill continues io be relatively heavy with 3% requi-
sitions for pew, revieged and reprinted forms received during the
current period.

3. Records Center:

Tentetive arrangewents have been cowpleted with Logistics Office to
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provide regular days for the pickup of inmctive records from
various offices throughout the Agency and thelr delivery to the
Records Center.

The rate of accessioning coniinues nt better than one per day.
So far this calender year, there have been 130 accesslons.

Records were received during the week from the following offices:

Co?ptmller 10 cubic feet
D‘D‘ P 252 qr "
m 5 k] £
oCcD 1 " foot
Total 28 feet

Authorized disposal of 59 cuble feet of record material from the
Office of the Comptroller.

Diecussions were held with tbe| |ax1d the 25X1
Agency architect relative to the consiruction of the new Records
Center and the recrultwent of personnel. Additional discussions

were also held with & representative of the Becurity Office

relative to special requirements needed for the protection of
material stored in the Center.

25X|1
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Report For Week Ending 27 April 1954
RECORDS CENTER BRANCH

Accegsioning

The plan for securing two laborers, a truck, and a driver was
implemented this week by| | However, the 25X1
intent of the memo to lLogistics concerning the plan has not
been interpreted in the manner desired by the Center. Mr.

25X1| [that the truck end men maybe used only for the
movement of records and their shelving. The first load of
records following this plan was moved into the Center last
Friday. On Monday morning| ktalled from 25X1

| | 25X1

days for lining up the job we have to do. He suggested we do
our moving on Tuesdays and Thursdays and that he be informed
on each of these mornings as to whether or not we would need
the men and truck that day. This plan has been accepted.

The rate of accessioning is continuing at a high rate. One
hundred thirty-one Records Retirement Requests have been receiv=-
ed to date, as compared toc one hundred eighteen calendar days.

During this week the following accessions were received:

Comptroller 10 cubic feet
DD/P 252
c0 5
oCD 1

268 cubic feet
Total accessions to date - 130.

Disposal

Fifty-nine cubic feet of record material from the Office of
Comptroller was disposed of.

Reference

Unusual reference service was provided the Office of Comptroller.
Because of the lack of overnight storage, they requested that
one box of records be placed in the courier system each morning
for delivery and return the same day. These boxes were part

of a job marked "to be opened only by Comptroller's office."

This service was provided to the satisfaction of all concerned .

General

Center personnel have been interviewed in regard to their

personal feelings about the proposed move of the operation.
The questions raised in these discussions will be reported on

at a later date.
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25X1 | |visited the Center and agreed
upon disposition of the SEC Records now being held. TFour boxes
of the records will be forwarded to each Wednesday. 25X1
Fight boxes have already been sent to him.

25X1

25X1

GINEIDEN,
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Report tor Week Ending 28 April 195L from
FORMS MANAGEMENT BRANCH

Project L=85 - FI Information Reports

V/;roofs of Forms 5l=lAA Test and 51-LAA~l Test have been

approved and returned to the printer, Specifications have
been written and procurement action was initiated for the
combination record copy-offset master version of the report,
Forms 51=LAA=3 Test and 51-LAA-l Test., Request for yellow-
stripe run-off sheets was received and an attempt will be
made to disapprove it and to substitute unprinted eye ease
green paper, If this can be accomplished from $1,800 - 2000
lper year can be saved,

\//Projpct L~86 Forms Index

All corrected data has been turned over to MRD including an

additional 2!} CA Forms used by Personnel, Technical difficulties

have been resolved with MRD, RCS and 1.0/P&RD, Changes and

additions will continue to be sent to MRD for inclusion in the

index until a cut-off date sometime in May.

\//@roject L,~95 = Forms Management Handbook

No action this week,

Project =103 = Preparation of Final-Type Copy by Forms Management

1,//f/ Branch

25X1

No action this week,

Study of Stocked Forms Supply System

Agreement was concluded with| leliminating
necessity for submission of a Form 36-125 on new and revised
specialty=type forms to be procured from commercial sources,
provided detailed specifications and a covering memo Are
submitted. Supply Division will prepare the 36~125's,

00 Information Reports

No action this week,

No change in status.
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Standardization of Forms and Procedures, Class A Finance Offices

Finance has decided to utilize machine accounting methods to a
greater extent, necassitating changes in several forms and their
procedures, TFTxhibits and manuscript copy of the regulation have
been pulled back from LO/P&RD for correction,

Air Raid Emergency Plan

The plan has been rewritten, Steps are being taken to rebuild the
Warden Organization,

25X1

This regulation has been rewri‘bten| copies have been 25X1

25X1 furnished to| J]and all Branch Chiefs for study and dis-
cussion, Branch Chiefs will meet tomorrow to resolve the several
versions of this regulation now available,

Summary of Individual Forms Actions

No. of Requisitions " No, of Copies
New 8 6,800
Reprints _ 21 253,500
Rev151;:gtal 3%_ | 26: gfg
Obsolete Forms 1
25X1
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Report for Week Ending 28 April 195L from
REPORTS AND CORRESPONDENCE MANAGEMENT BRANCH

Project L=91 = Review of Records Management Program, Logistics
Office

s, Correspondence Management = The review of reading files and
card indexing of repetitive correspondence is continuing., Files
of the Office of the Chief and Deputy Chief and the Coordination
and Requirements Staff were analyzed this period,

g

L//B. Reports Management = The proposed program was discussed and
concurred in by representatives of the Administrative Staff, LO,
and the Management Staff, A program plan has been forwarded to
the Administrative Staff for review preparatory to submitting
it to the Chief of Logistics for approval.

V/ﬁ}oject L=9l = Office of the Comptroller Reports Management Program

No change from previous report, We are still awaiting comments on

25X the proposed program guide, |

assured us approximately 7 April that they could be expected in
the near future, Project is 104 complete,

./ Project L-98 = Correspondence Handbook

Comments on the Handbook have been received from all coordinating
elements, The last of these, from the Inspector General's Office
arnd the office of the DCI, conform generally to those received
previously. Therefore, our former estimate that only 5% of the
comments will require reconciliation still stands, Approximately
one-third of the remaining 95% have been applied to revising the
Handbook., Project is 75% complete,

Ganeral Information

25X1
Developed and submitted to| |a proposed memorandum and
form for conducting inventories of unanswered correspondence,

25X1

;9f' ﬁanagement Branch i
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Report for Week Ending 28 April 195L from
RECORDS DISPOSITION BRANCH

fProject =77 = Records Management Survey, Office of Scientific
Intelligence :

191 describable items covering an estimated 1165 feet of records
have been listed, Preliminary appraisals have been made,

Foreign Document Division - (No number assigned)

101 describable items covering an estimated 621 feet of records
have been listed, Preliminary appraisals have been made,

Avdit - (No number assignsd)
The disposition plan is essentlally complete, Verbal agreements
have been reached on disposition instructions for all items

Jisted and described,

Security 0ffice (New Project)

o5 items covering an estimated 156 feet of records have heen
listed, Preliminary appraisals have been made,

Project L=78 = Records Management Survey, Office of General Counsel

No change from last report.

Project }i=91 = Review of Records Management Program, Logistics
Office

No change from last report,

Project L=97 = Records Disposition Handbook

No change from last report,

2541
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Report for Week Ending 28 April 195k from
RECORDS SYST®EMS BRANCH

l/('li .
Project L-76 = Records Management Survey, Medical Office

The development of a Med%gal Office Vital Materials Schedule
is in process, and will/included with the over-all survey
report, Project is approximately 75% complete,

25X1 At a meeting held with[::;;:::::]the question of reliance of
the Medical Office on certain records of Persomel, Comptroller,
0SI, General Counsel and Logistics Offices was discussed, It

was pointed out that certain of these records are also vital
to the respective offices and are available at the repository.

Further discussions are to be held betweeng;::::;;;;Jand the 25X1
ice

various divisional chiafs of the Medical O will result
in a listing of vital needs of the Medical Office,

This list will be screened thoroughly to preclude possible
duplication of deposits,

b/;roject =79 - Records Managesment Survey, FBID

Tnstallation of filing system is continuing and project is
approximately 70% complete, — To date 141 feet of records
have been removed from the Division either by transfer to the
Records Center, returned to CIA Library or disposed of on the

spot.

25X1

\/ Project L-B80 = Agency-wide Microphotography Survey

No change from previous report, == A list of the specific uses

to be made of sach item of information requested on the questionnaire
has been prepared, Also one Area Records Officer familiar with
microfilming operations has reviewed the questionnaire and indicated
that he did not feel there would be any particular problem with
respect to its completion by his office. The statistical tables,
which will support the recommendations, made as a result of the
survey, are now being developed,
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y//!Project =81 = Security Desk Trays

No change from previous report,

Project L =82 - Handbook for the Subject Clagsification and Filing

; f ag d Records -
L of Correspondence Records 25X 1

Final Clearance from DD/P (and the I1G6) is still pending, Graphic
Register/ORR is now preparing a cover for the manual, Project
approximately 97% complete,

Project L~83 - Vital Materials Deposit Schedule for A1l Offices

e
A follow-up contact was made with the Office of the Director,
the Deputy Director (Administration), and the Deputy Director
(Intelligence) to determine if the representatives of these offices
felt that any additional deposits of vital materials should be
made, TFollowing are the results:

25X1Directors Office =| | stated that the matter had
been taken up with Mr, Dulles, She believes that he will decide
to 1limit deposits to the material presently being forwarded,
Additional very sensitive material 1s maintained in Mr, Dulles's
Office, but he feels if should not be duplicated and sent to the

repository.
Deputy Director (Administration) = stated that he had 25X1
discussed the matter with Colonel White who a reed that the

records should be reviewéd and deposits made if necessary, After
reviewing the records it was[:;:j%::;:;gopinion that none 25)81
maintained in the immediate office o e DD/A should be considered
vital, A memorandum to this effect will be forwarded for our files,

Deputy Director (Intelligence) - |states that it has 25X1
been decided to deposit NSC policy papers as vital materials, These
are the only records of the DD/I which they feel should be
classified as such, Arrangements have been made for reproduction

by autostat and deposit through the Executive Registry,

A draft of a proposed memorandum for circulation to the Assisgtant
Directors and Chiefs of all offices was left witN |for 25X1
consideration and comments of 0CDs The memorandum has an attached

1ist of the series of documents included in the OCD film plan and
requests an indication from each using of fice as to the vital

nature of the library copy. The purpose of this memorandum is to
determine if some limitation can be placed on the volume of deposits,
and at the same time obtain a definite commitment as to the

amergency requirements,
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n pilming of Vital Materials in the Security Office began on
Friday 22 April 195L. This project is 20% completed,

Microfilming of the OCD/BR dosslers continues. .This project
is 284 completed,

Genearal Information

A representative of National Security Council visited the
repository this week,

Fifteen cabinets for tabulating cards have been received, and
will relieve the storage situation at the repository.

25X1

accompanied lash weeks Urip GO Ule T'CPOSITUIYe

25X1

1
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